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Introduction 
 

Practice EHR Patient Portal is a web-based health care patient portal that provides 

the perfect way for providers and patients to connect, share information and 

engage in health care follow-ups. 

 

Overview of some basic features: 

▪ Schedule appointments 

▪ Send Lab/Medication related messages 

▪ View, download and transmit health records 

▪ View user activity log 

 

 

Note: Practice EHR customizes the login page and the logo of patient portal, 

according to the practices.  

 

About This Guide 
 

This User Guide explains how to use the features and functions of the Practice EHR 

Patient Portal. This guide is limited to the basic patient portal functionality and it 

cannot cover all real life situations which are out of the scope of this guide 
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Portal Account Creation through Practice EHR  

 

To create patient portal account for the selected patient follow the steps below: 

Step 1. Add EMAIL in patient demographic in Practice EHR.  

Step 2. Mouse hover on action menu and Click on Activate Patient 

Portal. 

 

Step 3. Enroll Patient Portal window will open click on Activate to create 

portal account. 

 

 

 

The system will then show an acknowledgment message about sending of an 

account activation email to the patient. (See image below) 
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Step 4. On the Enroll Patient Portal Account window, please select the 

appropriate check boxes to set portal feature for the patient. 

 

 

 

Step 5. Patient will login with email account provided in demographics 

then open activation email and click on activation link. 
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Step 6. Patient Portal activation form will open then enter password in 

your account password and confirm password field then click on 

Proceed button. Account will be activated and logged in as well. 
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Assigning Patient Intake Template 

 

Practice EHR users may assign intake template to a patient which can then be filled 

in by the patients at their own convenience. 

 

In Enroll Patient portal account window, select template form Patient template 

dropdown. 

Step 1. Click Update to send it to the patient’s portal account.  

 

 

 
 

Patient Intake Template in Patient Portal 

 

In patient portal, Intake template appears on Navigation bar. 

To fill in and submit the intake template in the portal: 

 

Step 1. Click the Intake tab. 

Step 2. Fill in the patient intake template. 
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Step 3. Switch intake sections to save intake template. 

➢ The portal exports the intake form to Practice EHR. 

 

How to Import Intake Template in Practice EHR 

Step 1. Create Clinical Visit in Practice EHR. 

Step 2. Once the Visit is created for the same patient then “Intake” icon will 

be available, as shown in the image below: 

 

Step 3. Click “Intake” icon and system will open intake window. 
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Step 4. Click on “Save intake form” button on the intake window and system 

will populate the section filled in by the patient in patient portal as shown in 

the image below: 
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The Patient Portal Home Page 

 

Practice EHR users can create Patient Portal accounts for patients and upon doing 

so the system sends an email to patients or patient representative, containing the 

activation URL. 

To access the home page of the Patient Portal: 

Step 1. Open web browser 

Step 2. Navigate to the patient portal URL.  

 

The portal home page will open in the browser as shown in the image below. 

 

 

This is the login page for the Practice EHR Patient Portal.  

Based on the activation email received, patients will login using their username and 

password. The login page contains URLs for different functions as well, i.e. 

• Forgot your password? 

• Existing Patient Registration Form 

• New Patient Registration Form 

Log In 

 

Step 1. Enter the Email address 
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Step 2. Enter Password (Setup earlier via the portal activation link) 

Step 3. Click on Login button. 

 

 

Forgot Your Password? 

 

In case patients forget their passwords, they can retrieve it by following these 

steps: 

 

Step 1. Click on the link for ‘Forgot your password?’ on the login menu bar. 

Step 2. A new window will open. 

 

Step 3. Enter Email (patient email address)  

Step 4. Click on send button. 
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Password will be sent to the patient’s email address. 

Patient Portal Interface 

 

After the successful login, users see the portal dashboard. 

 

➢ Patient can click a Navigation Tab to access the information. 

 

  

The information about the functions on Navigation Bar has been described in detail 

on the following pages. 

Message Center  

 

The Practice EHR Patient Portal provides a convenient way of communicating with 

practice.  

Create and Send Messages 

 

To create and send a new message: 

Step 1. Click on Message Center in the navigation bar. 
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Step 2. Message Center window will open that contain two icons 

         New message and Medication refill. 

  

Step 3. Click on New message icon. Pop up window will open. 

Step 4. Select Message Type.  

Step 5. Select the Provider, to whom user wants to send the message. 

Step 6. Type the message in the message field. 

Step 7. Click on Send Message button to proceed with sending the message. 

 

 

 

Patient can also create New Message from Dashboard as shown in image 

below: 
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Patient Message in Practice EHR 

 

In Practice EHR messages which have been sent by the patient via patient portal 

will be available in Reports under “Patient Messages” as shown in the image 

below: 

 

In Practice EHR user can see the message detail by click on message hyperlink as 

shown in the image below: 
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Practice EHR user can send a reply back to patient’s message by following the steps 

below, 

Step 1. Click on “Reply Message“, field. 

Step 2. Type Reply for Patient in the message field. 

Step 3. Select Patient View ‘YES’ form drop down and then click on Update         

Message button. 

 

Please see image below: 

 

After Practice EHR user click on “Update Message” button, Message detail window 

will get closed and reply will be sent to patient. Patient can Log in to their patient 

portal account and follow the steps below: 

Step 1. Go to Dashboard. 

Step 2. Messages grid contain message,  as shown in the image below: 
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Step 3. Patient can also access messages from Message Center tab, as shown 

in the image below: 

 

Patient can view the message reply by clicking on the message hyperlink, as shown 

in the image below: 
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Patient can then resolve this message by clicking on the “Mark as Resolved” link, 

as shown in the image below:  

 

Patient can see resolved messages under “Resolved Messages”, as shown in the 

image below: 
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Attaching and Sending a File through Patient Portal 

 

Patient can attach and send a file with the message. To send a file: 

Step 1. Click on New Message icon from dashboard or from Message Center 

in navigation bar. 

Step 2. Select the Message Type and Provider. 

Step 3. Click Choose File button in the create message window. 
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Step 4. Select the file on your computer which you want to attach and send. 

Step 5. Click on Send Message button at the bottom to proceed with sending 

the attached file. 

Note: The patient portal only allows file size under 10 MB to attach and send with 

the message.  

Patient Message in Practice EHR 

 

In Practice EHR messages sent by the patient (via patient portal) will be received in 

Reports under “Patient Messages”, as shown in the image below: 

 

In Practice EHR user can see the message detail by click on message hyperlink as 

shown in the image below: 
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In Practice EHR user can then reply to Message as previously discussed in detail 

above. 

Send Medication Refill Requests 

 

To send medication refill request: 

Step 1. Click on Medication Refill icon from Dashboard. 
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Step 2. Create message window will open with Medication Refill option selected 

by default. 

Step 3. Patient can select Medication from Medication drop down. (The 

medication dropdown will show the list of already prescribed 

medications for the patient.) 

Step 4. Select the provider to whom patient wants to send a message. 

Step 5. Click on Send Message button to proceed with sending. 

 

 

 

Medication Refill Message in Practice EHR 

 

In Practice EHR messages which have been sent by the patient (via patient portal) 

will be available in Reports under “Patient Messages” with message type as 

‘Patient Refill’ as shown in the image below: 
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In Practice EHR user can see the message detail by click on message hyperlink as 

shown in the image below: 

 

In Practice EHR user can then reply to Message as previously discussed in detail 

above. 

Send a Lab Message 

 

Here is how patient can send lab type messages: 

Step 1. Click on New Message icon from dashboard. 

 

Step 2. Select Lab in message type field. 

Step 3. Select lab test. 

Step 4. Type message in the message field. 

Step 5. Click on Send Message button. 
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Lab Message in Practice EHR 

 

In Practice EHR messages which have been sent by the patient (via patient portal) 

will be available in Reports under “Patient Messages” with message type as 

‘Laboratory’ as shown in the image below: 

 

In Practice EHR user can see the message detail by click on message hyperlink as 

shown in the image below: 
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In Practice EHR user can then reply to Message as previously discussed in detail 

above. 

Send Request for Amendments in PHI 

 

Here is how patient can send amendment type messages (for example to request 

any modification or amendment in the patient’s personal health information) 

 

Step 1. Click on New Message icon from dashboard. 

 

Step 2. Select Amendment in message type dropdown 

Step 3. Select provider. 

Step 4. Type amendments in the message body 

Step 5. Click on Send Message button. 
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Amendment Message in EHR 

 

In Practice EHR messages which have been sent by the patient (via patient portal) 

will be available in Reports under “Patient Messages” with message type as 

‘Amendment’ as shown in the image below: 

 

In Practice EHR user can see the message detail by click on message hyperlink as 

shown in the image below: 
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In Practice EHR user can then reply to Message as previously discussed in detail 

above. User can also reply by simply click on Accept or Deny button. 

Request Appointment 

 

Patient can send an appointment request to practice for a preferred time. 

 

To schedule an appointment with the provider: 

Step 1. Click on Appointments 

Step 2. Request appointment window will open. 

Step 3. Click on Request Appointment icon. 

 

Step 4. Pop up window will open. 

Step 5. Patient can select preferred time. 

Step 6. Patient may add any comment, (For example, a message describing 

the reason for appointment) which will go with the appointment 

request. 

Step 7. After filling the information, click on Request Appointment button. 

 

The appointment request will be sent to the practice. 
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➢ The appointment requests sent through the patient portal are received in 

Scheduling under ‘Wait List’ window in Practice EHR. 

 

 

In wait list window, Practice EHR user clicks on the View detail button to view 

appointment detail. 

 

 

➢ Go to Calendar and book requested appointment on open slot. 

➢ Mouse hover on Drop down icon and click on Book From Wait List. 
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➢ Wait list window will open. 

➢ Click on Patient Name hyperlink. 

 

 
 

➢ Appointment window will open. 

➢ Select Reason and click on Create Appointment button. 

 

 

➢ Requested appointments which are booked from Practice EHR will appear 

under “Office Visit Scheduled Appointments”, as shown in the image 

below: 
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Patient Portal Appointments Window 

 

By clicking on the Appointments tab patient can see: 

 

1. Requested appointments 

2. Scheduled appointments 

 

Please see image below: 
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Patient Portal Cancel Appointments 

 

➢ Cancel Requested Appointments 

 

Patients can cancel their requested appointments by following the steps 

below: 

 

Step 1. Click on “Appointments” Tab. 

Step 2. Under “Requested Appointments”, patient can click on “Cancel 

Request” and appointment will be canceled, please see image below. 

 

When click on Cancel Request button confirmation message will appear on 

screen. 

 

Requested Appointments which have been canceled by Patient will then remove 

from “Requested Appointments”, please see image below: 
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• In Practice EHR “Requested Appointments” are also removed under ‘Wait 

List’, when Cancel by patient form portal as shown in the image below: 

 

 

View, Download & Transmit Health Records 

 

As per requirement of Meaningful Use program, providers must offer their patients 

the functionality to view their health information, download it in both human and 

machine readable formats, and electronically transmit it. 

▪ Patient can access View, Download and Transmit functionality of patient 

portal by clicking on the Health Record tab on the navigation bar. 
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▪ Along with the View, download and transmit functionality, the ‘Health Record’ 

page of the Practice EHR Patient Portal displays elaborate health information. 

 

View Patient Health Information 

 

To view patient’s health records: 

Step 1. Go to Health Record tab. 

Step 2. Click on View C-CDA icon. 
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Step 3.  Pop up window will open. 

Step 4. Patient can also view his health record based on date range. (From , 

To date) 

Step 5. Click on View C-CDA button. 

 



Practice EHR Patient Portal User Guide 

 
35 

Practice EHR, U.S.A. All rights reserved 

 
 

 

➢ Patient can view their health information in C-CDA format. 
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Download Health Records 

 

Patients can download their health information in ‘C-CDA’ or ‘Human Readable’ 

format. 

To download health records: 

Step 1. Go to Health Record tab 

Step 2. Click on Download C-CDA icon. 

 

Step 3. Pop up window will open. 

Step 4. Patient can also download his health record based on date range         

(From , To date) 

Step 5. Click on type (Download C-CDA XML/ Download Human Readable) to 

download. 
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Step 6. Health information will be downloaded in the default download folder. 

Transmit Health Records 

 

The ‘Transmit’ functionality allows the user to transmit health information through a 

secure email service, in C-CDA/HTML document formats. 

To transmit health records: 

Step 1. Go to Health Record tab 

Step 2. Click on transmit icon. 
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Step 3. Pop up window will open 

Step 4. Patient can also transmit his health record based on date range         

(From , To date) 
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Step 5. Select the email address of the receiver or add a new email address 

via ‘Address Book’. 

 

 
 

Step 6. Enter subject line and message for the receiver. 

Step 7. Click on ‘Send C-CDA’ button. 

Health information will be sent in the C-CDA file format.  

Patient Account View 

 

Patients can view Demographics and Insurance related information by clicking the 

Account tab on the navigation bar on patient portal. 

See the image below: 
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Setting Access Rights for the Portal User 

 

 

The access rights for a patient can be set through Patient Portal via Email link.  

 

There are two types of Rights settings: 

 

Type 1: ‘Whom I Represent’ 

Type 2: ‘Who Represents Me’ 
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▪ By adding a shared account on Whom I Represent the portal user can also 

access health information of other shared patient. 

 

▪ By adding a share account on Who Represents Me the added user gets the 

rights and permissions to access the health information of this patient. 

 

 

View the details on the following pages. 

 

Setting Portal user rights for ‘Whom I Represent’ 

 

Step 1. When any portal user Share Account with You. (Suppose 

ELTON JOHN share his account with WILLIAM JOHN). 

Step 2. Login patient portal with WILLIAM JOHN. 

Step 3. Go to Account tab and scroll down to My Representatives. 

Step 4. Under WHOM I REPRESENT (ELTON JOHN) will appear. 

Step 5. Now WILLIAM JOHN can access health information of ELTON 

JOHN  

 

 

Patient Representatives ‘Who Represent Me’. 

 

➢ Open Patient Portal and go to Account tab. 

➢ Scroll down to My Representatives. 

➢ Go to ‘Who Represent Me’ 

➢ Add the portal user email with whom to Share Account With. 
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➢ The user account will be added who can see this patient’s portal account 

information. 

Changing Patient Login Password 

 

To change the login password: 

Step 1. Go to Account tab. 

Step 2. Scroll down to Account Settings. 

 

 
 

Step 3. First, enter old password. 

Step 4. Then enter the new password and confirm new password. 

Step 5. Click on Change Password button. 

The portal will prompt with the message ‘Password Changed 

Successfully’ 
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View Portal Activity Log 

 

Patients can view their patient portal account Activity Log. 

To view Activity Log: 

Step 1. Mouse hover on Action menu along with user email click on ‘Activity 

Log’. 
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Step 2. Pop up window will open. 

 

Step 3. Select date range. (Patient can also apply page and action filters to 

refine the search.) 

Step 4. Click on Search History button. 

 

The system will generate the user activity log for the search filters applied. 

 

 

 

 

 
 

There are two additional types of patient registration available on the patient portal 

login menu bar. 

Type 1: Existing Patient Registration 

Type 2: New Patient Registration 
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Type 1: Existing Patient Registration 

 

Patients already registered in Practice EHR are considered existing patients. 

 

If an existing patient wants the patient portal access, such patient should 

follow the steps below. 

 

Step 1. Click on ‘Existing Patient Registration’ on the portal login 

menu bar. 

Step 2. Patient registration form will open. 
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Step 3. Enter the required information: ‘First Name’, ‘Last Name’, 

‘Email’, ‘Phone #’, ‘Date of Birth’ and ‘zip’. Then click on Register button, 

message will appear on screen as shown in the image below: 

 

Register Existing Patient in EHR 

 

In Practice EHR registration request by existing patient which have been sent (via 

patient portal) will be available in Reports under “Patient Messages” with 

message type as ‘Other’ as shown in the image below: 
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In Practice EHR user click on message hyperlink to see the details and update 

message then complete the process of registration as previously discussed in detail 

above. 

Please see below images: 

 

 

 

Type 2: New Patient Registration 

 

A patient who is not registered in Practice EHR is considered as ‘New 

Patient’. 

 

If a new patient wants to get registered with the practice and have a patient 

portal access such patient should follow these steps: 
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Step 1. Follow the link for ‘New Patient Registration’ on the portal 

login menu bar. 

Step 2. The new patient registration form will open. 

 

 
 

Step 3. Enter complete or required information. 

Step 4. Click on ‘Register’ button and after that patient will receive 

acknowledgement email request received. 

Register New Patient in Practice EHR 

 

In Practice EHR registration request by new patient which have been sent (via 

patient portal) will be available in Reports under “Patient Messages” with 

message type as ‘Other’ as shown in the image below: 
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Practice EHR user then click on message hyperlink to see the details and from the 

Message Detail window, user can then create a new patient with information 

available in the Message body and complete the process of registration as 

previously discussed in detail above. 

 

 

Patient’s Document View on Portal: 

Go to patient’s Demographics in PEHR> Select Letter from Action menu 
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 Click on Print preview to view Letter  
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On viewing letter’s print preview document will auto get saved in patient’s 

documents Tab. 

 

Now login Portal with Patient’s Portal credentials > Go to Health Records Tab and 

View patient’s documents in Patient Documents bucket. These documents will auto 

appear on Portal on taking print preview from demographics. 
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Now click on attachment Icon against each document in Patient Documents bucket 

document will auto get downloaded once clicking on attachment icon. 

 

In case of remaining Documents types check the row from Documents Tab and click 

on “Share with Patient” button, document will be shared to Portal  

 


